
Town of Star 
North Carolina 

 
REQUEST FOR PROPOSALS FOR ADMINISTRATIVE SERVICES 

RELATED TO THE 
2011 COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM, CONTINGENCY 

FUNDS 
 

September 27, 2011 
 

 
A. Introduction and Invitation 
The Town of Star intends to select a qualified consultant to provide administrative 
services for the 2011 program. The Town will receive $600,000 in CDBG funds to be 
spent for equipment purchase, technical assistance, and building improvements at 
STARworks Center for Creative Enterprise, Star, NC.  This project will assist a minimum 
of six businesses at STARworks Center and create 17 new jobs, with 60% to be filled by 
low to moderate-income persons. 
 
B. Deadline for submission 
Proposals must be received by Tuesday, October 11, 2011 at 5:00 p.m. Please submit 
to: Town of Star, PO Box 97, Star, NC 27356. Questions should be addressed to: Robin 
Hussey, Town of Star, 910-428-4623 or emailed to townofstar@gmail.com. 
 
C. Scope of Services 
 
1. Administrative services required to implement the 2011 CDBG program should 

include a Scope of Services to be rendered by consultant that may include but are 
not limited to: 

 
 a. Release of all conditions/programs and advertising necessary to obtain release of 

funds. 
 b. Complete program setup.  
 c. Complete program administration. 
 d. Complete bookkeeping and record keeping. 
 e. Completion of all required or necessary reports and documentation.  
 f. Completion of all activities funded and approved by DCA. 
 g. Program close out. 
 h. All other administrative services necessary for complete program administration, 

coordination and completion. 
 i. All coordination necessary with DCA, the Town, the public and any other group or 

agency for effective completion of all program activities. 
 
D. Proposal Contents 



 
1. Name of Firm. 
2. Location of Offices. 
3.  List of personnel to be involved with the program administration. A staffing 

configuration and brief resumes for all pertinent personnel should be included. 
4. Prior CDBG administrative experience in the years 19902010 to include the type 

of services and program activities of your firm.  
5. Fixed fee price and hourly fee schedule to include all overhead, travel and 

miscellaneous expenses. 
 
E. Evaluation Criteria 
 
1. Proposals will be reviewed and evaluated by the County in accordance with the 

following criteria: 
 
 a. General Qualifications, reputation and competence of firm (20 points) 
 b. Prior CDBG experience of the firm (20 points) 
 c. Qualifications of staff assigned to the program (20 points) 
 d. Scope of Service offered by firm (30 points) 
 e. Capability of the firm to perform services within acceptable time and financial 

restraints (15 points) 
 f. Hourly rate schedule and fixed fee price (10 points) 
 
2. The cost of service will be considered, but will not be a primary selection criterion. 
 
3. Consultant selection and procurement shall be conducted in accordance with 24 

CFR 85.36 Competitive Negotiation process. Proposals will be solicited from all firms 
wishing to be considered. All proposals will be solicited from all firms wishing to be 
considered. All proposals received by the deadline and prepared in accordance with 
the proposal instructions will be reviewed in accordance with the previously listed 
criteria. The Town of Star will select the consultant best qualified to perform 
administrative services for the 2011 CDBG program and negotiate appropriate 
compensation for services desired, including a final lump sum price. 

 
F. Selection Conditions 
All awards pursuant to this procurement are contingent upon receipt and approval of 
Grant Agreement documents. No funds will be obligated until appropriate documents 
are executed and appropriate documents are executed and appropriate conditions are 
removed. 
 
THE TOWN OF STAR IS AN EQUAL OPPORTUNITY EMPLOYER AND SERVICE 
PROVIDER AND ENCOURAGES SMALL, FEMALE, AND/OR MINORITY FIRMS TO 
SUBMIT PROPOSALS.	  


